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SUBJECT: Disciplinary Guidelines Matrix for 
Local 689 and Local 922 
Represented Employees 

FROM: Jack Requa, Interim General 

THRU: A. Robert Troup, DGMO 
Robert Potts, Acting AGM, BUSV 

D 

DATE: January 26, 2015 

TO: All WMATA Operations and Maintenance Employees in BUSV, 
RTRA and TIES Represented by Local 689 and Local 922 

This memorandum serves as notice to all WMA TA operations and maintenance 
employees assigned to Departments in BUSV, BMNT, SMNT, ELES, RTRA, 
CMNT, PLNT, and TRST represented by ATU Local689 and IBT Local922 of the 
Disciplinary Guidelines Matrix, to ·be used when administering discipline. This 
memorandum will outline the policy and procedures these Departments will be 
required to use to administer their Department's specific disciplinary guidelines 
matrix. 

This memorandum and the universal use of the Disciplinary Guidelines Matrix 
(Guidelines) are intended to ensure an efficient transit operation for customers, 
safe work environment and improved performance, behavior and conduct, for 
employees, via discipline and re-training, when needed. This approach promotes 
greater consistency and accountability in administering discipline throughout the 
operating departments of the Washington Metropolitan Area Transit Authority 
(Metro). The Guidelines are designed to be comprehensive, progressive, and 
effective through remedial training, counseling, and discipline, as appropriate. 
The Guidelines will inform employees of the potential for and nature of disciplinary 
action that may result from violation of Metro rules, nonperformance· of duties 
and/or misconduct . 

DEFINITIONS OF TERMS USED IN THIS POLICY 

a) Aggravating Factors - Include an employee's length and quality of prior 
service, extent of injury to person or damage to property or equipment, and 
prior disciplinary record. Such factors are used when considering deviation 
from the disciplinary guidelines. 

b) Base Penalty- The disciplinary penalty, within a respective Department's 
disciplinary guidelines matrix, that is the starting point for determining the 



Disciplinary .Guidelines Matrix for Locals 669 
and tocat 922 Represented Employees 
Page2 



Disciplinary Guiflelines Matrix for Locals 689 
and Local922 Represented Employees 
Page3 

lfdis~ipUnary ·action is warranted, the Superintendents/Managers .• < designees) will 
consuit the . (3uidelines for guidance ·in determining the . appropriate . action. 
D;ischarge sf1ould. only. be . implemented after prior consultation with the 
DeJ>eirtf'11ent Hea(ls/Directors and d~e process review by· the Office of· Employee 
a11t:f La~r IR71atiof1s;{ref~rto P~f.· 7.3.311 Separation from Emplo.ymentJ. It is the 
rf3~pc11JSibi1ity of the manager taking· the action ·to properly document. any .. and· aU 
di~ciplinaiy actionstaken. 
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Mitigating or aggravating factors upon which discipline is modified must be 
documented irt the case file. 

Depa~ment Hea~s/Directors must be· consulted prior to initiating any action whi(}h 
co~~~ result in c.n~ciplinary penalty ·ofat least. ten {10 )or more days ofsus~ension. 
C()~t$tef1t with due process, aU dispiplin~ry panal~ies wm .·be based 1JpOn the 
totality oftheJacts and the gravity and operational· significance of the violation. 

,:i.',:,:' ·.··: ·.· ·.< .. ' 

G~ri~ral•Rui~;V:icz>t~tions••.•.(GV) 

Afl .. yfo1ati()nS()f l"tJI~s, .. P;OUcf~s,. NTOs,.·. $0~~ anp .·OAps can· .. resu1t in • .. disc,ipnrar)' 
a?li~n ~nd. reinstruft1on, based . upon the employment prinC.iples of. progre~~ive 
df$gipU:ne for sufficient cause .. These rules .are maintained in the vario~s 
Dep~ttments or.WMATA's·· .• rulebooks •... and.p()licies.and violations. of these .. ruJes 
hay~ •·ca· retatively minor impact on ·issues of operational .. safety. 

(3e;neral Rule· .Violation GuJdeline: Progressive discipline for General Rule 
Violations (five steps)is: 

1·.·. • ·<pauti~n••<fi.rst •• levr1.~t.gcu'l~ra~~al···9iscipline) 
2.. Repri.rnanp •..• or~n~.(~)~~Y·•~u~~e"'~iRn: 

()).· •... tf:· .. •:rl1~rr·.·•·•tna~······.•B~~·····.•t}) 0 ye~r.·.·•.·"·~~···•·e'~e~d ... frofl1 .. the dat~·. ·or.••tt1E?: 
o~ct.n:r~ll~~ ~f~~~ ~~~r~t·Ruf~ .viofatipn ·.resulting in a Caution, ·•.t;t 
tt~g~iT~?d•.·•$h~ltJ1e .•. r~~g.e9•· 

b) .... •.Jf········fe~~ •. • .. ·.t~~~····.· .. ~lle;.··(t)••• ~~~r····•.na~····· .. efapsea• .. ·····frorn·· ·•the·.·.·.·.dC~t~·.· }of 
occurren:t:e.··· of ··.·the.•· General Rl.lfe·· ·.\fiofation, a ... one· ···(1) 
Stj~p:nsi()O· ~h~IJ ~ i$$U~d. 

3. f:hree.~3Jd~y suspe~~i~(J 
4. Terr (10)t:Jay. of· sqspeRsion and Final Warning for· an overall· poor 

reg()rd 
5:. Discharge 

Rrgardles~ or··wh~ther the ... penalty.•issu~d·· for·a• second General:~uje Violation· is··a 
R~prbn~nd .or one (1) d~y suspen~i()n, it stiff s~rv~s . as an ~~occu.rr~nqe" to 
de!t~rmine ·.th~ · .. ne)(t ·ffjvel of disciplinary penalty ... The. reyiew period for a ·.·General 
Rule Violation is crtbree(3) year look back from the currentviolation. 

Seri9us Safet)IIOperationalRule Violations (SV) 

A. ~~rious .Safety/()p~raticlnat.·. rule•. ·rs.\~~fl~ed ~s rules~· .. p?U9i~s, ... ~TOs, •$Rf.s ·and 
OAPs . that, if violated'. have the potential to. cause unreasonable · safety and 
security risks. Such violations may result in damage to property, harm or injury to 
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2. Ten (10) day suspension and Final Warning for their overan poor 
record that warrants imm(:ldiate correction, or any future violations, 
within reasonable time Umits, wm tesuft in discharge. 

c) 
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b) AtJ",estiCOnvi~tion Policy; Pf 7.86; MSRPH 2.11, 2;13; DOBSER 1.16, 
2.11, 2~13 

689 and Local922 

ins~ance. These a~e 
etti'CJelnt work. environment that 
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Appr()vec:J for.lmplem€mtation: · 

. ... :: ··. 

· ., J_.•• · :.._- ~_ .. _ ·/: __ ._ £ __ .. __ o_· t 5 Date.._•----_,.,..,.~.----
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POlltcv.ttns;tructio~n 7 .. 3.3/1·• Separation~ of·Emptoyment 
Ab~sence turt\11eclital R.E~as~ons Policv: Pl7.4.4 

, 2.13;0()13SER1.16,2.11 



WMATA OPERATIONS DISCIPLINARY GUIDELINES MATRIX 
(as of 10/20/2014) 

· MSRPH 1 .54· DOBSER 5.44 

Caution 
Reprimand or 1-day Suspension 

3-day Suspension 
1 0-day Suspension I Final Warning 

Termination 

3-day Suspension w/ training 
5-day suspension wltraining 

1 0-day suspension w/final warning 
Termination 

5-day suspension wltraining 

1 0-day Suspension w/Final Warning 
Termination 



BMNT DISCIPLINARY GUIDELINES MATRIX 

Genera.l Wofatlons :Examples (NOT TO BE CONSIDERED ALl iNCLUSIVft 
Failure to wear proper and authorized uniform (BUSVRB 3.7.1/5.2) 

Failure to comply wth WMATA "Smoke-Free Workplace" Policy f>.l. 7.7.5) 

Failure to provide office with current address and telephone number(BUSVRB 1.4) 

Failure to timely report "on the job" injuries (BUSVRB 1.13 I 1.40 I 4.1.54} 

I-U_n.,..a_u_t_h_o_ri_ze~d_B_r_e_aks_{;o.;B..;U..;.S_V_R_B_1_.2_3""')_ . ...,......,._.__,.....,._-----..------···--

Atly Ail not Jt)edflea 1 d ... -· ._'attlal/lmmecl .. ~ tennl tlon wtf :be tr ted u 
a 1 1111 , f qns. {I UDI G BUT :NOJ' U mDTO: IUSVD. MEMO'S, 

POUCY/INSTRUCT10NS, STANDI~ ORDfRS, SOP's. SERVIa IUumNS, rrc.) 

Serious • •· t VIolations 
Failure to adhere to facility security, parking, speed limits and crosswalk policies (BUSVRB 

1.24 /4.1.63 /5.13) 

Failure to pay traffic/parking violation on WMATA vehicles (BUSVRB 2.16) 

Failure to report hazardous conditions (BUSVRB 4.1.2) 

Failure to report suspenion of driver's license (BUSVRB 1.6.4) 

Failure to use Fall Protection-no injury (BUSVRB 5.7.8) 

Failure to wear/use PPE-no injury (BUSVRB 5.7) 

Improper use of Hand, Power Tools and Equipment-no injury (BUSVRB 5.11) 

Sleeping on Duty (BUSVRB 1.22/2.17) 

Unsafe Vehicle Operation (BUSVRB 1.6.5/BMNT Staff Notice 13-05) 

Failure to properly set engine controls to preclude engine start up during maintenance actions 

(BUSVRB 5.3.11/5.3.22) 

Failure to secure a bus/vehicle (braking, transmission and ignition) (BUSVRB 3.44) 

Failure to use Fall Protection with injury (BUSVRB 5. 7.8) 

Failure to wear/use PPE resulting in an injury (BUSVRB 5.7) 

Intentionally Sleeping on Duty (Nesting) (BUSVRB 1.22/2.17) 

Modifying/Disabling vehicle/equipment safety guards or systems 

(BUSVRB 3.23/4.1.3) 

Negligence resulting in injury to self or others (BUSVRB 5.3.12} 

Safety Violations (Puii-Aways-anything attached to bus) (BUSVRB 5.1.4) 

Unauthorized removal of a lock or tag from equipment (BUSVRB 5.3.23) 

Verbal Altercation with a Co-Worker (no physical contact based upon circumstances) 

(BUSVRB 1.17/2.3) 
r.)orRul 

(lmmed&lte TermiMtlon Oft • • .._ .. bub; Aft«. COnsuttatlon wtth lAIR) 

Failure to report or remain at accident (BUSVRB 1.33.1) 

Falsification of any report or statement (BUSVRB 1.2) 

Gambling on WMATA Property (BUSVRB 1.18) 

Gross Misconduct (BUSVRB 1.15) 

Insubordination (BUSVRB 1.15.2 I 1.15.4 I 5.1.5) 

Possession of a weapon (BUSVRB 1.7) 

Theft (BUSVRB 2.21 I 5.4.5 I 5.4.7) 

Willful Destruction of Property (BUSVRB 5.4.4) 

KEY 

BUSVRB -BUS SERVICE RULE BOOK 

SOP - Standard Operating Proceedure 
PI - Polley Instruction 

. 5 St~p Progression• 
Caution 

Reprimand or 1-day Suspension 

3-day Suspension 

10-day Suspension I Final WarninB 

Termination 

*Note: Extenuating, mitigating and aggrevating 

circumstances can impact progression 

4 Step PrQIJ'ession 

3-day Suspension w/ training 

5-day suspension w/training 

10-day suspension w/final warning 

Termination 

*Note: Extenuating, mitigating and aggrevating 

circumstances can impact progression 

3 Step ProaressJon• 

5-day suspension w/training 

10-day Suspension w/Final Warnin~ 

Termination 

*Note: Extenuating, mitigating and aggrevating 

circumstances can impact progression 

aj<) Polides 
(OlsdpUnary Guidelines lndude.d in policy) 

Absenteesim for Medical Reasons Policy (PI 7.4.4) 

Arrest/Conviction Policy (PI 7.8.8) 

Attendance Reporting Policy (PI7.4/4) 

Background Check Policy (PI 7 .2.2) 

Electronic Device Policy (PI 10.3/2) 

Preventable Accidents (BUSV Disp Policy) 

SAP/EAP Policy (PI7.7.2 and CBA) 

Workplace Violence (PI7.8/3) 



CMNT DISCIPLINARY GUIDELINES MATRIX 

General Violations. Exlmpl~ [NOT TO BE CONSIQ_~REO ALL INClUSIV£) 5 Step Prnares.ston 
Failure to comply wth WMATA "Smoke-Free Workplace" Policy (P.I. 7.7.5) Caution 

Failure to provide office with current address and telephone number (MSRPH 1.66) Reprimand or 1-day Suspension 

Failure to adhere to facility security, parking, speed limits and crosswalk policies 

(MSRPH GR 1.5) 3-day Suspension 

Failure to pay traffic/parking violation on WMATA vehicles. (PI1.9/6) 10-day Suspension I Final Warning 

Failure to timely report "on the job" injuries (MSRPH 4.4) Termination 

Out of Work Area/Unauthorized Breaks (MSRPH GR 1.14) *Note: Extenuating, mitigating and aggrevating circumstances can 

Any '"'les nOt ( · • lltutd 1 WSoUJJattical/lmmecUaw ·tenniMtlon· wMI t. impact progression 

tre.ated a ru (I UDI UT OT U ITED TO: PH 
GENDW RUW, M!M0'$1 POUCV/IN5TRUCTIOHS, STANDING ~OIIDE.IS, ETC.) 
SerioiH Safely/Operational VIolations 4 Step Pf91Te5Slon• 
Failure to report hazardous or unsafe conditions ( MSRPH SR 4.1) 3-day Suspension w/ training 

Improper use of Safety Guard Equipment-no injury (MSRPH SR 4.3) 5-day suspension w/training 

Sleeping on Duty (with mitigation) (MSRPH ROC 2.17) 10-day suspension w/final warning 

Unsafe Vehicle Operation (MSRPH GR 1.67 and OR 3.18, Pl1.9/6) Termination 

Unauthorized leave of absence from jobsite(MSRPH 1.14) *Note: Extenuating, mitigating and aggrevating circumstances can 

impact ~ression 

ICtitlcaJ ~fetv/Qperatlonai VialatJons 3 Ste.P IPI'QII'eSSion • 
Negflgence resulting In InJury to se1f or others 

F~lu_re to properly sea~re or store vehicle/equipment 5-day suspension w/training 

Failure to use Fall Protection-injury 10-day Suspension w/Final Warning 

Failure to wear/use PPE resulting in an injury (MSRPH SR 4.33) Termination 

*Note: Extenuating, mitigating and aggrevating circumstances can 

ModlfyinR/DisablinR vehicle/equipment safety guards or systems (MSRPH SR 4.3) impact progression 

Safety Violations (Puii-Aways-anything attached to train) (MSRPH SOP 12) 

Sleeping on Duty with intent (nesting) (MSRPH ROC 2.17) 

Unauthorized removal of a lock or tag from equipment (CMNT SOP 3.07) 

Verbal Altercation with a Co-Worker (no physical contact or threats) (MSRPH ROC 

2.3and 2.4) 

a)of' Ruin a PoJ (Disd •n ry 
(Immediate Termination on a ~ L Jl", basis; After Consultation with tABR) GukteUnes lnduded In policy) 

Failure to report or remain at accident (MSRPH GR 1.32] Absenteesim for Medical Reasons Policy (PI 7.4.4) 

Falsification of any report or statement CMSRPH GR 1.38) Arrest/Conviction Policy (PI7.8.8) 

Gambling on WMATA Property (MSRPH 2.10) Attendance Reporting Policy (PI7.4/4) 

Gross Misconduct (MSRPH ROC 2.1 and 2.5) Background Oteck Polley (PI7.2.2) 
Insubordination (MSRPH GR 1.4) Electronic Dev~ P()f!_cv (PI 10.3/2) 

Possession of a weapon (MSRPH ROC 2.14) Preventable Accident Policy - Non-revenue Vehicles (OAP 500-21) 

Theft (MSRPH GR 1.56 and ROC 2.12) SAP/EAP Policy (PI7.7.2 and CBA) 

Willful Destruction of Property (MSRPH GR 1.54) Workplace Violence (MSRPH ROC 2.15 and PI 7.8/3) 

KEY 
MSRPH • METRORAIL SAFETY RULES AND PROCEDURES HANDBOOK 
PI - Pollcy Instruction 



ELES DISCIPLINARY GUIDELINES MATRIX 

Genl!!ral Vlo'ra!!_ons Examples (NOT TO BE CONSfDEREO All IN,ClUSIVE)· :.' , 5 Step Progression• 

Failure to comply wth WMATA "Smoke-Free Workplace" Policy p.l. 7.7.5) Caution 

Failure to provide office with current address and telephone number (MSRPH 1.66) Reprimand or 1-day Suspension 

Failure to timely report "on the job" injuries (MSRPH 4.4) 3-day Suspension 

Failure to wear proper and authorized uniform (MSRPH GR 1.17 and 1.18) 10-day Suspension I Final Warning 

Out of Work Area/Unauthorized Breaks (MSRPH GR 1.14) Termination 
t-·- · .. .. ,.. ... _ 

*Note: Extenuating, mitigating and aggrevating 

. Any r'u nQt s cally eel as serious/ 1/rmmedlate term nation wlll circumstances can impact progression 

l ti' 1.asa 1 raii'U lations (INC.UDING BUT . OT UMITED TO; MSRPH1 

EIF£S'H• GE' RU ' ,M MO , IPO /I u 0 SST Dl GORDE I ! ETC.) 
Serious Safety/Operational Violations 4 Step Progression• 

Improper lifting of material/equipment 3-day Suspension w/ training 

Improper use of jumpers (EIFESH Section 6) 5-day suspension w/training 

Improper use of lock out/tag out (EIFESH Section 7) 10-day suspension w/final warning 

Improper welding/not following standard procedures )(EIFESH Section 13) Termination 

Improperly erected barricades (Hatch, Escalator or Elevator) (EIFESH 4.3) *Note: Extenuating, mitigating and aggrevating 

Improperly stowed flammable liquid, solvents, and other hazardous materials(EIFESH circumstances can impact progression 

Section 14.8) 

Sleeping on Duty (with mitigation) (MSRPH 2.17) 

Crftlcal Safety/Operational VIolations 3 Step Progression• 
Energizing equipment without proper authorization (EIFESH 7.1.2) 

Failure to document a change in equipment status or condition (MSRPH 1.3) 5-day suspension w/training 

Failure to document use of locking bars or pawl brakes (EIFESH 7.3b) 10-day Suspension w/Final Warning 

Failure to properly secure equipment (MSRPH 1.3, 1.5) Termination 

Failure to remove jumpers (EIFESH Section 6) *Note: Extenuating, mitigating and aggrevating 

Failure to utilize barricades (EIFESH 4.3) circumstances can impact progression 

Failure to utilize lock out/tag out (EIFESH Section 7) 

Failure to utilize safety shields and safety equipment when welding (New WMATA 

Policy Pending, due out any day)(EIFESH Section 13) 

Illegal modification of equipment safety circuit (MSRPH 4.3) 

Running of a unit for revenue service/public use with known safety issues (MSRPH 1.3, 

1.5) 

Intentionally Sleeping on Duty (nesting) (MSRPH 2.17) 

· orRul s MaorPol 

(Immediate Termination on a case..:by-case basiS; After COnsultatiOn with lABR) (,Olsciplinary Guidelines Included In policy) 

Failure to report or remain at accident (MSRPH GR 1.32) Absenteesim for Medical Reasons Policy (PI 7.4.4) 

Falsification of any report or statement (MSRPH GR 1.38) Arrest/Conviction Policy (PI 7.8.8) 

Gambling on WMATA Property (MSRPH 2.10} Attendance Reporting Policy (PI 7.4/4} 

Gross Misconduct (MSRPH ROC 2.1 and 2.5) Background Check Policy (PI 7 .2.2) 

Insubordination (MSRPH GR 1.4) Electronic Device Policy (PI 10.3/2) 

Preventable Accident Policy- Non-revenue 

Possession of a weapon (MSRPH ROC 2.14) Vehicles (OAP 500-21) 

Theft (MSRPH GR 1.56 and ROC 2.12) SAP/EAP Policy (P17.7.2 and CBA) 

Workplace Violence (MSRPH ROC 2.15 and PI 

Willful Destruction of Property (MSRPH GR 1.54) 7.8/3) 

KEY 
EIFESH- ELEVATOR INDUSTRY FIELD EMPLOYEES SAFETY HANDBOOK 
MSRPH - METRORAIL SAFETY RULES AND PROCEDURES HANDBOOK 

PI - Policy Instruction 



PLNT DISCIPLINARY GUIDELINES MATRIX 

General Vofolations Eom~les INOT TO BE CONSIDERED AU INCLUSIVE)i S Step Pro1ressJon• 
Failure to comply wth WMATA "Smoke-Free Workplace" Policy (P.I. 7.7.5) Caution 

Failure to provide office with current address and telephone number (MSRPH 1.66) Reprimand or 1-day Suspension 

Failure to timely report "on the job" injuries (MSRPH 4.4) 3-day Suspension 

Failure to wear proper and authorized uniform (MSRPH GR 1.17 and 1.18) 10-day Suspension I Final Warning 

Out of Work Area/Unauthorized Breaks (MSRPH GR 1.14) Termination 
Any~rul ; spedflcaJiy llstecl serfous/ctltiCII/Immedlde onwtUIM! *Note: Extenuating, mitigating and aggrevating 

tr t _ trule ons (I WDI UT TUMflmTO: RPH circumstances can impact progression 

GiENEJW RUUS, MEMO'S,, POUCY/INSTRUC'nONS, STANDING ORDERS. ETC.) 

Serious Safety/Operational Violation£ 4 Step Progression 
Discourteous conduct by a WMATA employee while on duty, on WMATA property or 

while in uniform at any place or time. (MSRPH 2.2) 3-day Suspension w/ training 

Misuse of WMATA property or vehicles(MSRPH 1.54) 5-day suspension w/training 

Moving traffic citation (MSRPH 1.67) 10-day suspension w/final warning 

Sleeping on duty (MSRPH 2.17) Termination 

Unauthorized leave of absence from jobsite(MSRPH 1.14) 

Failure to report suspended or expired license (MSRPH 1.68) - Non COL positions *Note: Extenuating, mitigating and aggrevating 

Failure to use Fall Protection (OSHA 29 CFR 1926.500) circumstances can impact progression 

Critical Safety/Operational' Rule Vfolatfans 
I 

3 Step Pr~slon 
Failure to properly secure or store vehicle/equipment 5-day suspension w/training 

Failure to report suspended or expired license (MSRPH 1.68) - COL positions 10-day Suspension w/Final Warning 

Failure to use Fall Protection, resulting in injury (OSHA 29 CFR 1926.500) Termination 

Failure to wear/use PPE resulting in an injury (MSRPH SR 4.33) *Note: Extenuating, mitigating and aggrevating 

circumstances can impact progression 

Intentionally Sleeping on Duty (Nesting) (MSRPH 2.17) 

Modifying/Disabling vehicle/equipment safety guards or systems (MSRPH SR 4.3) 

Negligence resulting in injury to self or others 

Safety Violations (Puii-Aways-anything attached to train) (MSRPH SOP 12) 

Sleeping on Duty with intent (nesting) (MSRPH ROC 2.17) 

Unauthorized removal of a lock or tag from equipment (CMNT SOP 3.07) 

Unauthorized use ofWMATA vehicle (MSRPH GR 1.67 and OR 3.18, Pl1.9/6) 

Verbal Altercation with a Co-Worker (no physical contact or threats) (MSRPH ROC 

2.3and 2.4) 

MaJorRul M jorP · 
(Immediate Termination on a eue.bv..C.se~ basis; After Consulbtton with LA8R) (Oisd,pflnary Guldeflnes lnduded In policy) 

Failure to report or remain at accident (MSRPH GR 1.32) Absenteesim for Medical Reasons Policy (PI 7.4.4) 

Falsification of any report or statement (MSRPH GR 1.38) Arrest/Conviction Policy (PI7.8.8) 

Gambling on WMATA Property (MSRPH 2.10) Attendance Reporting Policy (PI7.4/4) 

Gross Misconduct (MSRPH ROC 2.1 and 2.5) Background Check Policy (PI7.2.2) 

Insubordination (MSRPH GR 1.4) Electronic Device Policy (PI10.3/2) 

Preventable Accident Policy- Non-revenue 

Possession of a weapon (MSRPH ROC 2.14) Vehicles (OAP SD0-21) 

Theft (MSRPH GR 1.56 and ROC 2.12) SAP/EAP Policy (PI7.7.2 and CBA) 

Workplace Violence (MSRPH ROC 2.15 and PI 

Willful Destruction of Property (MSRPH GR 1.54) 7.8/3) 

KEY 
MSRPH - METRORAIL SAFETY RUW AND PROCEDURES HANDBOOK 
PI - Polley Instruction 



TRST DISCIPLINARY GUIDELINES MATRIX 

I General Vloladon.s Examples (NOT TO BE CONSiDERED ALL INClUSIVE) :· 5 Step PtoR~ion" 
Failure to comply wth WMATA "Smoke-Free Workplace" Policy P.l. 7.7.5) Caution 

Failure to provide office with current address and telephone number (MSRPH 1.66) Reprimand or 1-day Suspension 

Failure to timely report "on the job" injuries (MSRPH 4.4) 3-day Suspension 

Failure to wear proper and authorized uniform (MSRPH GR 1.17 and 1.18) 10-day Suspension I Final Warn ins 

Out of Work Area/Unauthorized Breaks (MSRPH GR 1.14) Termination 

Anyrulu nots__ liSted•senawcrltkal/lmmedlm -·: ... :--on wiU:Ile trutachsa ~r;t · *Note: Extenuating, mitigating and aggrevating 

I rule VIolations (t Dl auu•or mD TO: Sk'" G EJtAL R.UUS_, , MU OpvatiOMIRule.f: circumstances can impact progression 
MEMO 5~ POUCY/INSTRUC110NS,. STANDING ·ORD£15, nc.) , . . · ·· ..• I 

serious SJfetv/OperatiOflal I 4StepP 
... 

Minor RMM collision (fixed or moving object) under $1,500.00 (MSRPH OR 3.18) 3-day Suspension w/ trainina 

Failure to use Fall Protection (injury) (OSHA 29 CFR 1926.500) 5-day suspension w/trainins 

Unsafe Vehicle Operations: running red lights, speeding, running stop sign and other moving traffic 

violations (Citations?) 10-day suspension w/final warnina 

Verbal Altercation (subject to mitigation based on facts) (MSRPH GR 1.40) Termination 

*Note: Extenuating, mitigating and aggrevating 

circumstances can impact progression 

RWIC or Gang Leader in Violation of RWP Rule that result in incident/accident (RWP 1) 

CrfttQI 5afetv/0De~"atlonal Vloladons 3 SteD Proeression• I 

Modifying, disabling, by-passing or overriding safety guards or systems (w/o prior approval or by a 

qualified mechanic) (MSRPH SR 4.3) 5-day suspension w/training 

Failure to wear/use/on self PPE- injury (MSRPH SR 4.32, 4.33, 4.41, 4.50, 4.52, 4.54, 4.55 RWP 1.8, 

1.15, 4.5,) 10-day Suspension w/Final Warning 

Failure to preform RMM pre·trip inspections resulting in incident I accident ( MSRPH OR 3.1271 Termination 

Sleeping on duty with intent- nesting (ROC 2.17) *Note: Extenuating, mitigating and aggrevating 

circumstances can impact progression 

Sleeping or giving the appearance of sleeping while operating RMM or WMATA vehicle (ROC 2.17) 

Negligence resulting in injury to self or others 

Failure to notify supervisor of incident or accident (MSRPH GR 1.32) 

RMM Safety Stop violation- damage (MSRPH OR 3.137, 3.88, 3.89) 

RMM Red Signal and/or block overrun- ML and/or Yard (MSRPH OR 3.67, SOP 15.5.8.6, 15.5.8.6.1, 

15.5.8.6.2) 

RMM Split/trail switch ML and/or Yard (MSRPH OR 3.76, 3. 77) 

Derailment of RMM causing damage (findings result in human error) 

Disrespectful to Authorized Supervision (ROC 2.3. 2.4) 

Negligence resulting in injury to self or others 

Intentional damage to WMATA property subject to aggravating considerations (MSRPH GR 1.53, 1.54) 

RMM collision with wayside equipment fixed or otherwise· accident as defind in MSRPH(findings 

result in human error) (Citation?) 

RMM and RMM collision or RMM and Revenue collision (employee at fault) damages exceeds 

$1,500.00 (Citation?) 

RMM undesired uncou
1
pling causing run-a-way- flat car incident/accident (MSRPH OR 3.126 3.114)_ 

MaJor Rules M3JorPollda 
i (Immediate: Termination on a ca "" . "'· .. ••· • After COnsultation with lABR) (Obdpflnary Gulcfellnes lnduded In policy} 

Failure to report or remain at accident (MSRPH GR 1.32) Absenteesim for Medical Reasons Policy (P17.4.4) 

Falsification of any report or statement (MSRPH GR 1.38) Arrest/Conviction Policy (PI7.8.8) 

Gamblin_g on WMATA PropertY (MSRPH 2.10) Attendance Reporting Policy (PI 7.4/4) 

Gross Misconduct (MSRPH ROC 2.1 and 2.5) Background Check Policy (PI 7.2.2) 

Insubordination (MSRPH GR 1.4) Electronic Device Policy (PI10.3/2) 

Possession of a weapon (MSRPH ROC 2.14) Preventable Accident Policy (OAP 500-21) 

Theft (MSRPH GR 1.56 and ROC 2.12) SAP/EAP Policy (PI7.7.2 and CBA) 

Workplace Violence (MSRPH ROC 2.15 and PI 

Willful Destruction of Property (MSRPH GR 1.54) 7.8/3) 

KEY 
MSRPH a METRORAil SAFETY RULES AND PROCEDURES HANDBOOK 
PI- PoUcy Instruction 

RWP - Roadway Work Protection 
SOP - Standard Operating Procedure 



I 

Major Rules 
I 

(lm ediat Te:rmination on a Cas~: y-Case basis; .After 
Consultation with LABR) 

1 Failure to report or remain at accident (MSRPH GR 1.32) 

2 Falsification of any report or statement (MSRPH GR 1.38) 

3 GambUng on WMATA !Property (MSRPH 2.10) 
4 Gross Misconduct (MS 1RPH ROC 2.1 and 2.5) 

5 Insubordination (MS'RPH GR 1.4) 

6 Possession of a weapon (MSRPH ROC 2.14), 
7 Theft (MSRPH GR 1.56 and ROC .2.12) 

8 Willful Destruction of Property (MSRPH G,R 1.54) 

9 KEY 
10 'MSRPH METRORAIL SAFETY RULES AND PR.OCEDUR:ES 

I 

11 OAP • Orwanizatlon and Admlnlst,ratlve Policies and Procedures 
12 PI • Polley Instruction 

13 RWPM.- Roadway Worker Protection Manual 



I 

Major Policies 

(Disciplinary Guidelines included in policy) 

Absenteesim for Medical Reasons Policy (PI 7.4.4) 

Arrest/Conviction Policy (PI 7 .8.8) 

Attendance Reporting Policy (PI 7.4/4) 

Background Check Policy (PI 7 .2.2) 

Electronic Device Policy (PI10.3/2) 

Preventable Accident Policy- Non-revenue Vehicles (OAP 500-21) 

SAP/EAP Policy (PI 7.7.2 and CBA) 

Workplace Violence (MSRPH ROC 2.15 and PI 7.8/3) 



........ ........... 
11111111 lllll8dtr 

E 0 

SUBJECT: Electronic Device Usage 
Restriction Policy - ROCC and 
BOCC 

FROM: Randall Grooman, Acting DG 
Robert Potts, Acting AGM, BUSV 

TO: Employees Working in ROCC and 
BOCC 

D 

DATE: July 2, 2015 

After a review of safety conditions in the Rail and Bus Operations Control Centers 
(OCCs), WMATA has determined that its Electronic Device policy 10.3/2, dated 
February 4, 2011 , will be revised to prohibit the possession of a cell phone, whether 
powered on or powered off, within the OCCs. Currently, the policy for employees 
working in the OCC limits only the use of electronic devices such as cell phones 
while working in either of the OCCs. WMA TA has determined that the mere 
possession of an electronic device, specifically including personal cell phones, 
creates a significant distraction in our safety sensitive work environment and poses 
an unacceptable risk of harm to customers, employees and contractors who work 
in the Metrorail system. Based upon this increased vigilance to safety, the OCCs 
are incorporating an additional restriction to possession of electronic devices while 
in the OCCs. 

Effective July 5, 2015, all electronic devices, specifically personal cell phones, of individuals in either the Rail or Bus OCC are prohibited on the Operations Control Center work floor, regardless of whether powered on or powered off. Electronic devices may only be possessed and/or used In the following designated areas: locker rooms, break room, restrooms and other authorized areas outside the OCCs. This policy is applicable to ALL employees and nonemployees present within the OCCs, whether a visitor or an individual regularly assigned to work in the OCC. The exception to this policy change is WMAT A Managers utilizing a WMATA-issued electronic device or utilizing an electronic device for the purpose of performing their official duties. 

In cases of personal emergency, OCC employees must direct callers to contact 
them by calling their respective departments. The department will relay the 
message to the employee without delay. 
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Us$, as defined in 3.05 of P/11 0.3/2, of an electronic device in the Rail.or Bus 
OCC>wUI re~~lt in t~rmination for the first violation. However, posse~~ion of 
an .. el~ctronic.device., whether or not powered on, in the OCC win result in 
discipline, as follows: · 

• 1st Violation 5·day suspension 
• 2"d ()ffense 10 .. day suspension, and Final Warning 
• 3rd Offense Termination 

The.saff;ltyofot.Jr·.customers.•and coworkersdemandsourfuU attention .•. Thank you 
for your full cooperation and compfian~~l~ Plea $a fe~lfree to.see a Rail or Bys OQC ·. 
Manager if you have any questions and/or concems regarding these restrictions .• 

By signillg this document ·you are confirming that you .·have received . this 
information· and have been provided ·notice of.the. requirement to comply with the 
RaU and Bus Operations Control Centers1 electronic device usage restrictions; 

Print.Name Signature 

cc: JackR~qua, lnterirn .. General Manager 
A ... RfJpert Troup,. DGMO 
Dana Ba~er, Director, Bus OCC 
Robert Relyea, Acting Director, Rail OCC 
Jaf11E}$ Dougherty, SAFE 
Tawnya Moore-f\Ac(;ee, CHRO 
Eric Starin, OPEIU Local 2 

Employee # Date 




